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Personnel Data
DCDS Procedures Manual Section 14.10 - Hours Types
Section 14.10 PARAMS MENU
Personnel Data
Hours Types
Purpose This section provides the procedures for a control agency to update various data

related to specific types of hours used in Data Collection. This window is
inquiry only for non-control agencies.

Window Name | Hours Types

Reminders 1. The Hours Types window is accessed through the Params, Personnel Data,
K - Hours Types items on the menu bar.

2. The Hours Types window contains a Selection Criteria window and a
Selection List window. The only selection criteria is the Hours Type. If an
Hours Type is selected and the Select button clicked, the Detail Data
window is automatically displayed. To view ALL types, click on the
Select button only. The Hours Types will be displayed in the
Selection/Detail List window. A user may then highlight a specific type
and view the details by clicking on the Detail button to display the Detail
Data window. Only a control agency may update the data.

References No specific references
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Hours Types

The following windows are displayed when Params, Personnel Data, K - Hours Types is selected
from the Menu bar. The steps are described on the following page.

Pocos 03.01.02 MEE

File Edit Options Functions Params Reports Window Help

10083 - Window Access

Do pou want to update records?

- Yes Na

Fiocos 32 =S
File Edit Options Functions Params Reports Window Help

Hours Type P ]
Selection Criteria

)

Detail

A 5election/Detail List
Hours Type Description
a0HR 80 Hour Counter
Administrative Shift 1

1040841934 12f3 222z

ADR2 Administrative Shift 2 10/08/1994 12432222
ADKA3 Administrative Shift 3 104081994 12312222
ALPB AL Probation 104011995 037200
ANLYW Annual Leave 10/08/1934 12432222
AL Annual Leave -Warkers Comp 03/18/20m 12302222
APPT Appaintrment 104011995 0317200

Birthday Leawve 08/22/1944 123222z
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DCDS Input Procedures
Hours Types (Selection Criteria)

Follow the steps below to enter selection criteria.

Step | Field Name Action
1 Do You Want | Click on Yes, if updating the Hours Type information. Click on No, if
to Update inquiry only.
Records?
Note: This window is displayed only if your security has update
capability.
2 | Hours Types Select the appropriate Hours Type from the dropdown list or enter the type.
To view all codes, leave this field blank and click on the Select button.
3 Select Button Click on the Select button located at the top of the window (or press
Alt + L). The selected criteria will be displayed in the Selection List
window, if all types were selected. If a specific type was selected, the
Detail Data window will automatically be displayed.
4 | Selection List | Highlight the Hours Type to be viewed and click the Detail button. The

Detail Data window will then be displayed.

*indicates a required field that must be entered.

Hours Types (Selection List)

The following information is displayed:

Field Name Description

Hours Type The Hours Type selected.

Description The description of the Hours Type.

Start Date The effective date of the Hours Type.

End Date The date the Hours Type becomes inactive. The default date is 12/31/2222.
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Hours Types

The following window is displayed when the Detail button is clicked. The steps are described on
the following pages.

Focos 32 == ]

File Edit Options Functions Params Reports Window Help
‘Y Hours Type O] x|

Hours Type: :l-ﬂ
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Detail

Detail Data
Hours Type: AMLY Description: e Annual Leave L
Start Date: @ 10/08/1994  End Date: @ 12/31/2222

. Monpaid
Paid Hours Typ =° H HDUFS Twpe: @ :-E
Display Order@ |E|19 Leave Ovenim )

Request Ind:
I Distribute Ind; @ =) DCDS Ind: (|

LeaveTypeIn@ M T Ind: @ M

Modified Date : n/a4dizom @ Modified UserlD:  T_HRWMNDS3 4

Save Close
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DCDS Input Procedures
Hours Type

Follow the steps below to update Hours Type data.

Step | Field Name Action

Control Agency - Update Hours Type Data

Detail Button Enter the required selection criteria and click the Select Button. Highlight
the Hours Type in the Selection List/Detail List to be updated. If a specific
code was selected, the Detail Data window is automatically displayed.

Click on the Detail button located at the middle right of the window (or
press Alt + T). This displays the Detail Data window to update the Hours
Type data.

DCDS Input Procedures - Hours Types
Detail Data Window

Follow the steps below to update data.

Step | Field Name Action

1 Hours Type Displays the Hours Type selected.

2 | Description Displays the description of the Hours Type selected.
3 Start Date Displays the effective date of the Hours Type.
4 | End Date Displays the date an Hours Type became inactive. The default date is
12/31/2222.
5 | Paid Hours Displays the Hours Type selected, if an employee receives pay for these
Type hours. Delete the Hours Type, if the Hours Type displayed should not be
paid hours.

6 | Nonpaid Hours | Displays the Hours Type, if an employee does not receive pay these hours.
Type Delete the Hours Type, if the Hours Type displayed should be paid hours.
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DCDS Input Procedures - Hours Types
Detail Data Window

Follow the steps below to update data.

Step | Field Name Action

7 | Display Order | Displays the current order the Hours Type is displayed in the dropdown list
on the Data Collection windows. Delete and enter correct position to
change the dropdown.

8 Leave If checked, the hours can be used for leave or overtime. To remove check,
Overtime click on box.
Request Ind

9 Distribute Ind | If checked, the Hours are to be distributed. To remove check, click on box.

10 | DCDS Ind If checked, the Hours Type was created in DCDS.

11 | Leave Type If checked, the hours may be adjusted for distribution purposes. To
Ind remove check, click on box.

12 | TA Ind If checked, the hours will be displayed in the Data Collection windows. To

remove check, click on box.

13 | Modified Displays the last date the modifications were made and the User ID of the
Date/Modified | last person who made modifications.
User ID

14 | Save Button Click on the Save button located at the bottom of the window (or press

Alt + S) to save all changes to Hours Type data.
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